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Gold Dynamic DNA is a Microsoft Learning Partner. With the Learning Solutions Competency,
MiCI’OSOﬂZ Partner we specialize in delivering high-end technical learning solutions to our customers.
Earning this Competency identifies members of Microsoft premier commercial training
and delivery channel, making it easier to expand the scope of services and market
potential.
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Course Overview

Learn how to work smarter in Excel, improve your efficiency, and impress with your results. You will learn how to better organize,
analyze, and present your day-to-day data using Excel spreadsheets. Create complex formulas, use a range of functions, and
develop dynamic charts and reports. We also introduce pivot tables, conditional formatting, defined names, and data validation.
The course covers key concepts relevant to the workplace. Take your Excel skills to the next level.

Excel Intermediate Learning Outcomes
¢ Modify Excel options
¢ Understand and use formula cell referencing
¢ Use the fill operations available to fill a data series
¢ Create and use defined names in a workbook
¢ Use common worksheet functions
o Create more complex formulas and functions
¢ Apply a range of number formatting techniques to worksheet cells
o Apply conditional formatting to ranges in a worksheet
¢ Use a variety of data validation techniques
¢ Use data linking to create more efficient workbooks
¢ Use goal seeking to determine the values required to reach a desired result
e Work with tables in Microsoft Excel
¢ Understand and create simple PivotTables
¢ Use a range of elements and features to enhance charts
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MICROSOFT EXCEL INTERMEDIATE TRAINING Course Content
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Setting Excel Options

Understanding Excel Options, Personalising Excel,
Setting the Default Font, Setting and Formula Options
Setting Advanced Options.

Formula Referencing

Absolute Versus Relative, Referencing Relative
Formulas, Problems With Relative Formulas and
Creating and Creating Mixed References.

Filling Data

Understanding Filling, Extracting With Flash Fill, More
Complex Flash Fill Extractions and Extracting Dates and
Numbers

Defined Names

Understanding Defined Names, Defining Names From
Worksheet Labels, Using Names in Typed Formulas,
Applying Names to Existing Formulas, Creating Names
Using the Name Box and Using Names to Select Ranges

Defined Names (cont'd)

Pasting Defined Names Into Formulas, Defining Names
for Constant Values, Creating Names From a Selection
and Scoping Names to a Worksheet, Using the Name
Manager and Documenting Defined Names

Essential Functions

Worksheet Functions, Using IF With Text, Using IF With
Numbers, Nesting IF Functions, the VLOOKUP Function,
Using Counting Functions and The ROUND Function.

Essential Functions (cont'd)

Rounding Up and Rounding Down, Manipulative
Functions, The MOD Function, the TODAY Function, the
NOW Function, the DATE Function and the PMT
Function
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Complex Formulas

Scoping a Formula, Long-Hand Formulas, Preparing for
Complex Formulas, Creating the Base Formula, and
Adding More Operations

Number Formatting Techniques

Applying Alternate Currencies, Applying Alternate Date
Formats, Formatting Clock Time and Formatting
Calculated Time.

Number Formatting Techniques (cont'd)

Creating Descriptive Custom Formats, Custom
Formatting Large Numbers and Custom Formatting for
Fractions

Defined Names

Understanding Defined Names, Defining Names From
Worksheet Labels, Using Names in Typed Formulas,
Applying Names to Existing Formulas, Creating Names
Using the Name Box and Using Names to Select Ranges

Conditional Formatting

Understanding Conditional Formatting, Formatting
Cells Containing Values, Clearing Conditional
Formatting, More Cell Formatting Options and Top Ten
Items

Conditional Formatting (cont'd)

Working With Colour Scales, Working With Icon Sets
Understanding Sparklines, Creating Sparklines, Editing
Sparklines, Creating Custom Rules, The Conditional
Formatting Rules Manager

Data Linking

Understanding Data Linking, Linking Between
Worksheets, Linking Between Workbooks, Updating
Links Between Workbooks and Using Names to Link
Between Workbooks

Dynamic DNA Career Campus is designed to bridge the skills gap within the IT sector; and addresses the needs of businesses and
corporates alike, by creating a pool of skilled resources that comprise of network technicians and developers/programmers.

Onsite

Training

Online
Training

éINING

APPROACH

Inhouse
Training

Hybrid

Training



PUBLIC CLASS ENROLMENT FORM

Please Note: By completing & signing this form, the authorizing signatory accepts the terms and conditions as
stated on the registration form

Company /
Organisation

Company VAT No. . .
pany Designation

Company Address

Person Responsible : Email Address
for Invoice

Contact Number : Signature

Title Name & Surname Email Address
Title Name & Surname Email Address
Title Name & Surname Email Address
Title Name & Surname Email Address

TERMS AND CONDITIONS

o Please note the enrolment form is applicable for the tentative dates provided

o« Dynamic DNA require upfront payment in full before training commencement, unless otherwise stipulated by credit
agreement.

o DNA is entitled to cancel or reschedule a course or courses for which the company has enrolled in terms hereof if there are
five (5) or less students in total that have enrolled for the same course or courses. Alternative dates will be provided in this
instance

o Receipt by Prospen Africa of a signed registration form will be accepted as binding confirmation of booking & attendance on
the course and will be subject to these terms and conditions.

A! PTA 0 0 A PRO 0

Contact Person for invoicing

Company Representative

Signature

27 (0) 11 759 5940
Email: enquiries@dynamicdna.co.za
Address: 271 Surrey Avenue, Ferndale,

Randburg, Johannesburg, 2194



tel:+27117595940
mailto:enquiries@dynamicdna.co.za

